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TO IDENTIFY THE AMOUNTS OF TIME WHICH TEACHERS GIVE TO 
THEIR INSTRUCTIONAL AND NON INSTRUCTIONAL DUTIES, A 
QUESTIONNAIRE WAS SENT TO A RAfffiOM SAMPLE OF 3,594 CLASSROOM 
TEACHRS, OF WHOM 1,725 RETURNED USABLE RELIES. MOST SPENT 
ABOUT 8 TO 9 HOURS A DAY (INCLUDING 2 TO 3 HoOrs OUTSIDE OF 
THE SCHOOL BAY) ON TEACHING, PREPARATION FOR TEACHING, AND 
EVALUATING PUPILS. CLERICAL DUTIES NOT RELATED TO INSTRUCTION 
REQUIRED ABOUT 1 HOUR DURING THE SCHOOL BAY. NON INSTRUCTIONAL 
DUTIES RECURRING DAILY, MONTHLY, PERIODICALLY, AND AT THE END 
OF THE SCHOOL YEAR INCLUDE COLLECTING AND ACCOUNTING FOR 
M^^Y (25 HOURS A YEAR), REGUESTiNG A^^B ORDERING TEACHING 
MAtERIAL (12 HOURS) , AND TAKING INVENTORY (5 HOURS) . 
RECOMMENDATIONS WERE— (1) PROVISION FOR A^© UTILIZATION OF 
CLERICAL ASSISTANTS AT® TEACHER AIDES, (2) ESTABLISHMENT OF 
centralize® pupil ACCOUNTING SYSTEMS, (3) PERIODIC 
REASSESSMENT Or POLICIES GOVERNING USE OF TEACHER TIME FOR 
NONINSTRUCTXO^JAL DUTIES. (PP) 
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FOREWORD 



The Xkard Education, in its **Polioy Statement for Pub2c Schools,” adopted in 1958, said “there 
must be ^equate 1am© to t^ch and adequate time to learn. Teachers must b© afioided an uninterrupted 
opportoty to te^ and to in^ire learning if quality education is to be e 3 q)©ct 6 d. ^idministratois and super- 
vKore should penodicaDy reassess the plan of school oiganiiation with a view of assuring that the most 
efficient use is mads of the teachers* talents and training. . . ” 

In conne^on with this imKcy, the State Board in 1965 requested that a study be made to determine 
the amount of time teachers in the public schools q>ead in instructional and non-insttuutioual duties. Ihe 

survey ™ ccmducted by the Diviaon of Educational K^eareh with the cooperation of Diviaon Superintend- 
ents and teachers tiiro ^out the Stete. 

n * contmed in the leporS were approved by the State Beard at its meeting on 

^tobc? with tiie request that tiie results d the surv^ be transmitted to Diviaon Superintendents and 
Ch^men of local school b<^ds throughout the State. The State Board urged tlat careful consideration 
be givm to the'recommendations which are deagned to provide more time for instructional planning and teach- 
ing and thus help to raise the quality d public education in the State. 
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Edacat^onai Reeearch d the Stats Department of Edacation. A total of 5,889 peI8o^JS was laodcmily se- 
lected by the computer. Of ^eae, 286 were super dsoiy personnt’ , not uassruom teachera, and were not used 
in the study. 

Supeiintendents were informed of the teachers in th^ divi^on selected to participate. On the 
of BO)ne superintendents* requests 19 ci these teachers were net used in the study. (See Table I, page 2.) 

voUectico Stets. The renmuung 3,5^ teachers of the original 3,899 were mailed a questi(Hinaire. Of 
thests, 2,1^ were returned, and 1,171 were not returned. Ihero were 26 teachers who relumed th ei r question- 
naires unanswered, 16 teachers were not currentty employed, 255 teachers returned their questiuni^airee 
incomplete, 18 teachers were not fuU-rime, and 83 were in portions other thftn teaching, such as, librarians, 
CGunselprs, ete. This left a tot^ of 1,725 questionnaires to be processed. (See Table I, page 2.) 

The qi^ationnaire retuiuF. were aualysed mdividually for correct procedures ai^ response patterns. 
Those questionnalree net completely filled in c& witli ^rror-r&^oDs^ were retiin^eu to ludividii&I teaciierB to 
be completed or corrected. The quesrionnmree, when compieh.d and corrected, were coded for 
procesring. 



TABLE I 
Sasiflb 



Catboobt Sums Totals 



Total Selected 3,889 

Supervisory Personnel 286 

Superintendents* Responses 19 

-305 

Questionnaires Send Out 3 , 594 

Questiomaires Returned 2,123 

Questioanairps Not Retimied 1,471 

Questionnaires Not Used 

Returned unanswered 26 

Not employed 16 

Incorrect ^ta 255 

Part-time teachers 18 

Librarians, counselors, etc 83 

Total Not Used — 388 

Questionnaires Returned 2,123 

Questionnaires Not Used 398 

Number Processed 1 , 725 
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SECTION n 

ANALYSIS OF DATA 



Using the data and procedures in SECTION I, INTRODUCTION, a descriptive analysis was conducted in 
relation to (1) selected characteiislzcs of the sample, (2) classroom instructional duties, (3) out-of-class in- 
^j^onal duties, and (4) non-profesaonal or clerical duties. The analysis also considered the teacher sample 
m relation to the elementary teachers, the secondary teachers, and the sample as a whole. 

Selected Chakactebistics op the Sample 

^ and Stetas. Table n, page 3, shows that the sample selected constituted approximately 

one-hftt men (18.20%), most of whom were married, and approximately dght-tenths were women (81.80%) 
most of vmom were married. 

Elementary T»cli^ Table n, page 3, shows that the vast majority of the elementary teachers selected 
were women (9d.53%), and only a'few men were selected (6.47%). The ratio obtained in this sample of 
dementa^ wom^ teachers to elementary men teachers (93.53% to 6.47%) was a very close measure of 
mo ” women teachers to men teachers at the elementary level in 1964-65 in the State of Virginia 

(92.70% to 7.30%). Table II, page 3, also shows that most of the elementary teachers, both men and women 
were married. ' * 

TABLE n 



Sex and Mabital Status 



Categoby 


Sum 


Percent 

Ele- 

mentary 

Total 


Percent 

Grand 

Total 


Sum 


Percent 

Sec- 

oadary 

Total 


Percent 

Grand 

Total 


Sum 


Percent 

Grand 

Total 


Man 

Man, Unmarried 


20 


1.93 


1.16 


53 


7.4 


3.07 


73 


4.23 


Man, Married 


44 


4.25 


2.55 


191 


27.72 


11.07 


235 


13.62 


Man, Widowed, Divorced or 
Separated 


3 


.29 


.17 


3 


.44 


.18 


\ 

6 


.35« 


Totals 


67 


6.47 


3.88 


247 


35.85 


14.32 


314 


18.20 


Woman 

Woman, Unmarried 


167 


16.12 


9.68 


108 


15.67 


6.26 


1 

275 


15.94 


Woman, Married 


679 


65.54 


39.36 


293 


42.53 


16.99 


972 


56 35 


Woman, Widowed, Divorced 
or Separated 


123 


11.87 


7.13 


41 


5.95 


2.38 


164 


9.51 


Totals 


969 


93.53 


56.17 


442 


64.15 


25.63 


1,411 


81.80 


Gband Total 


1,036 


100.00 


60.05. 


689 


100.00 


39.05 


1,725 


100.00 




Secondary Teachers. Table II, page 3, shows the ratio of women teachers to men teachers at the secondar 3 ' 
level was 64.15% to 35.85%. The actual ratio of women to men teachers at the secondary level during 
1964-65 in the State of ^^nigima was just about the same, 61.96% to 38.04%. 

Table II, page 3, ^ves one indication that the random sample obtmned in this study was a true representa- 
tion of the ts^er population in Virginia. In summary form, the ratios of women to men teachers bf the sample 
are compared to the actual teacher population ratio in 1964-65 in the State of Virginia as follows! 



Sample Population 



Elementary 



Women teachers. . 




... 93.53% 


92.70% 


Men teachers 

\ 

Secondary 


* 


. . . 6.47 


7.30 


Women teachers. . . 




... 64.15 


61.96 


Men teachers 




.... 35.85 


38.04 


Total ■ 


Women teachers. . . 




.... 81.80 


78.93 


Men teachers 




.... 18.20 


21.07 



Frofessonal Tnuiiing. Table III, page 4, shows the professional training of the teacher sample. Ap- 
proximately nine-tentiis (86.67%) of the sample had obtained at least a ^ ..chelor s d^ree, and one teacher 
selected had obtained a doctorate. 



TABLE m 

Educational Background 



Sample 



Category 


Sum 


Percent 

Elemen- 

tary 

Total 


Percent 

Gi-and 

Total 


Sum 


Percent 

Second- 

ary 

Total 


Percent 

Grand 

Total 


Sum 


Percent Popula- 
Grand tion 
Total Percent 


Differ- 

ence 

Sample 

-Popu- 

lation 


No degree 


217 


20.95 


12.58 


13 


1.89 


.55 


230 


13.33 


11.56 


1.77 


Bachelor’s degree. . . 


785 


73.84 


44.35 


541 


78.51 


31.36 


1,306' 


75.71 


73.18 


2.53 


Master’s d^ree 


54 


5.21 


3.13 


134 


19.45 


7.77 


188 


,10.90 


15.18 


4.28 


Doctor’s d^ree 


0 


.00 


.00 


1 


.15 


.06 


1 


.06 


.08 


.02 


Grand Total 


1,036 


100.00 


60.06 


689 


100.00 


39.74 


i,725 


100.00 







Table HI, page 4, also indicates that the sample selected for ‘thm study was representative of the toacher 
population iu Yirginia. The largest difference between the sample and population was 4.28% in the master’s 
d^ree cat^oiy and the smallest difference of .02% occurred under the doctor’s d^ree cat^oiy. 

Silary. Table IV, ^«ge 5, shows that the mean salary of the sample was $5,732.69 for the ’ 965-66 school 
oeamon. The actual mean salary’ of the teacher population was $5,802.67 or a difference of ^9.98. This 
also indicates that the sample is truly representative of all the public school teachers in Virpnia. 
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TABLE IV 
Salary 



t 

1 

1 


Sample Mean 


Population Mean 


1 

Difference | 


Elementary teachers 


...... $5,584.30' 


$5,545.00 


$39.30 ! 


Secondary teachers 


5,912.77 


5,981.50 


68.73 j 


Total 

j 


- 0,732.69 


5,802.67 


69.98 

• 1 



Ag^ Tea^g Espaience, and Nmnlier of Teach^ in SchooL Table V, page 5, shows that the average 
age of the teacher sample was 40.84 years, with an average of 13.54 years of total teaching experience, and an 
average of 9.75 years of teaching experience in their present school divisions. 

There was an average of 34.20 full-time classroom teachers in the schools represented by the sample. 



TABLE V 

» 

Age, Teachinq Experience, and Number of Teachers in School 



i 

1 

f 

I 




Category 


Elementary 

Mean 


Secondary 

Mean 


Total 

Mean 


[ 


1. 


Age ■ 


42.61 Years ‘ 


38.28 Years 


40.84 Years 


! 


2. 


Total Years Teaching Experience 


15.34 Years 


10.97 Yearn 


13.54 Years 


i 


3. 


Total Years Teaching Experience in Present 








1 

1 




Division 


11 .09 Years 


8.10 Years 


9.75 Years 


1 

i 


4. 


Number Teachers in Your School 


20.63 Teachers 


47.50 Teachers 


34.20 Teachers 



Grade Level and Teaching Poadous. Table VI, page 5, shows the distribution of the sample by level 
of teaching assignment. The sample was composed of 60.08% elementary teachers and 39.94% of secondary 
teachers. The difference between the sample ani teacher population was 5.37% which indicates again that 
the selected sample is representative of the population. 

TABLE VI 

Grade Level and Teachinq Positions 



Sample 

Population Difference 

Sum Percent Percsat 



K 


7 


.41 




• 


1 


187 


9.68 






2 


158 


9.16 






3 


1.33 


7.71 






4 


. . .• • 143 . 


8.29. • 


•• 




5 


126 


7.30 


. 




6 


115 


6.67 






7 


81 


4.70 






Combination Grades 


106 


6.14 






Elementary Total 


... 1,036 


60.06 


54.69 


5.37 


Second ly Total 


689 


39.94 


45.31 


5.37 


Grand Total 


... 1,725 


100.00 




; 
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Instructional I^ponsibilities 

Length of instnictiomd Day. A request conceinlng the length of the sample's Instructional da> revealed 
. that the teacher sample was required, on the average, to be on duty at school by S .13 a.m. and was permitted 
to leave school, on the average, by 3:16 p-m. (See Table VII, page 6.) 

Elementary Teachers. The elementary school in the sample related that, on the average, the 

school day for their pupils b^n at 8:32 a.m. and ended at 2:52 p.m. They also reported that their free or 
unassigned tame during the instructional day was an average of 9.40 minutes. (S^ Table VII.) 

TABLE Vn 
Length op School Day 



Category 



Mean 



1. Exact time when you are reqrared to be on duty at school 8:13 a-m. 

2- Exact time when you are perzmtted to leave school 3 :16 p.m. 

3. Elementary School Teachers: 

a. Exact time when the school day be^ns for your pupils 8*.32 a.m. 

b- Exact time when the .school day ends for your pupUs 2*-52 p.m. 

c- Average number of minuteti per day you have free or unassigned during your pupils’ 
instructional day (estimated lunch on a prorated basis if you are ©qiected to eat with 
your children part of the time) 9.40 

4. Secondary School Teachers: 

a. Class periods per week you are assigned teaching duties 24.03 

b- Class periods per week you are astigned counseling duties 32 

c. Class periods per week you are assigned study hall or other supervising duties 2.39 

d- Cla® periods per week you are assigned conference and planning (“free”) periods 3.49 

e. Length, in minutes, of the average period in your school 52.67 

f. Length, in minutes, of your homeroom 13.65 



Secondary Teachers. The secondary teachers in the sample related that they were asagned an average 24.03 
periods for teaching per week (see Table VH, page 6). They also reported an average of .32 periods per 
week for asagned counseling duties. Study hall and other supervisory duties were found to be an average 
of 2.39 periods per we^ This means that about two-fifths of the secondary teachers have at least one study 
hall period per day. 

Table VII, page 6.. also shows that the average assigned conference and planning period was 3.49 periods, 
or between three-fifths to four-fifths of the secondary teachers have daily periods for conferences and planning. 
Tne average classroom period was 52.67 minutes and the average homeroom period was 13.65 minutes. 

Out-of-Osss InsirmtioiisI Duties. Information concerning the time spent in out-of-class instructional 
duties which occurred throughout the school year is shown in Table VIII, page 7. The sample estimated the 
average number of minutes per week (is representing their best thinking about the time) required by each 
of the indicated activities in a typical week during the year. Time spent on the activities in Table Vtll, 
pages 7, during a typical weekend were also included. 

Personal Study and Planning fw Instruction. Table VIII, page 7, shows that approximately one- 
half (49 ®5%) of the sample spent at least an average of five hours per week in personal study and planning 
for instruction. 

Professional Planning Involved in Preparing Learning Materials. Approximately onj-foiuax of the 
sample (24.06%) reported spending an average of two hours per week on professional planning involved in 
preparing learning materials, such as visual aids, bulleim boards, laboratory materials, and seatwork. 
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Prof^sKHud Be^*ew and Erahiation of Homework, dasswork. Tests, and Other Mjiterials Prepared bj 
pjqiOs. Over one-third (3925%) of the sample reported that they devoted an average of at least five houre 
per week on proiesaonal loriew and evaluation of homework, classwork, tests and other mateiials preaared 

by their pupda However, the vast majority (85.34%) of tiie sample reported that they spent at least two 
hours per week on this activity. 

Sponsordiip or Supervision of Piqiil Organizations and Activities. Over one-half (61.97%) of the teachers 
samjfied re^rted that they did not have to qwnsor or supervise pupil organizations and activities. This 
was due m ^ the elementary teachers (73.55%) who reported not having to sponsor or supervise 

pnpil acmutie? witncac receiving extra pay or a reduced teaching load. 

bdividnal Pupils and SmaU Groups of pipils Outside of Class. Approximately oue-third 
(OT.72%) of the sample reported that they did not work with individual and smaU groups of pupils outside 
of class. About one-fourth (24.41%) of the teachers sampled, however, reported that they worked on the 
average, between 31-60 minutes per week with pupils outside of class. 

Corferenc^ With Parents, Assodafes, and Resource People. Over one-third (39.07%) of the sample 
reported avpa^ between 1-30 minutes per week in conferences with parents, associates, and resource people 
and approximaiely one-third (28.35%) averaged between 31-60 minutes per week. 

Faculty Meetings, D^iartment or Grade Meetings, Curriculum Committee Meetings and Other Sunilar 
Meetings. Almost one-half of the teachers sampled (43.42%) reported that they average between 31-60 

mmutes p^ week in faculty meetings, department or grade meetings, curriculum committee meetings, and 
oiiier similar meetings. - 

Hrsae Visits and Meetings With Parent Groups. Almost one-third of the sample (29.57%) reporteu not 
visifai^ hom^ or attending parent group meetings (PT.A, room mothera, etc.). The laige percent reporting 
not visitmg homes and meeting parents was due in part to the secondary teachers (49.78%) who reported 
that they were not active in this endeavor. Over one-half of the teachers (57.68%) reported that they averaged 
between 1-60 minutes per week on this activity. 

NoN-PrOPESSIONAL OB CliEBICAL DuTIES 

This ^tion describes the amount of time spent on various clerical duties which occurred (1) only at 
the beginning of the school year, (2) at various times during the year, and (3) only at the end of the year 
m ike sequence of their occurrence. The number of days and the average number of minutes ner day required 
to do each of the following tasks were reported by the sample. This section also indicated the‘time deagnated 
by the samplers contracts and time beyond the normal contracted day. 

Clerical Duties Poformed During Pre-School or Early Session Only. The clerical duties and activities 
performed durmg the pre-school session, which means before the oflicial opening of school for the nuoils 
are shown in Table is; page 9. ’ 

PS’^riug Student Rost^. Table IX, page 9, shows that over one-half of the sample (57.16%) 
report^ spending one to two days e^h year during the pre-school session in preparing student niters. 
Table X, page 10, shows the distnbution of the average time involvement per day of the 57.16% spending 
one to two days on this task during the pre-school session. 

About one-third of the teachers (27.42%) reported that they averaged 31-60 minutes each day in doing 
this teUL Over one»half of the sample (54.21%) rq)orted spending an average of 31 minutes to over two hours 
each day in preparing student rosters during the pre-school session. 

There were no distinct variations in the amounts of time devoted to preparing student losters during 
the pfe-school sesaon between the elementary and secondaiy teachers. 

^ Plaeiug Names on R^rt Cards, Less than one-fifth (19.25%) of the teachers sampled reported not 
usng the pre-echool session for placing names on report cards. While over one-half (65.51%) reyoited spend- 
^ one day on this task. Table X, page 10, shows the distribution of the average time involvamenta per 
day of the 65.51% spending one day on this task during the pre-school session. 
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TABLE X 

CZtlBICAL BUTiBS PEBFOBUZD DUBINQ PaB-SCHOiH* OB EaSLT SsSIOB OsLT: 

A SliBBCrCBD DlSTBIBOnON 



Catbooby 



Fercsnt Number 
Sum of Days/ 
Siimple Year 



Averajs© lime/Day (BCEutes) 



0 1-15 16-3o 31-60 81-120 Over 120 



Elekzntaby Tsachebs 



Placing Names on Report 



Locating Permanent Rec- 



Secondabt Teachkes 



Pladng Names on Report 



Locating Permanent Rec- 
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1-2 
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35.87 
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46.61 
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5.^ 


33.33 
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30.26 
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28.13 


11.93 
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19.72 


14.03 
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33 
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72 
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13.64 


31.40 
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15.29 
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16.58 
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(N) 
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22 
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0 
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15.94 


1-2 


(N) 
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27.27 


23.64 
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Of the sample reporting that they used the pre-schwl sesaon for pladng names on report cards, over 
rf>np-thiid (35 60%) reported using an average of 31-60 minutes per day for this task, , - , 

The elemental teaehere contributed most of the tame involved with thistask. Over th^fourthsox the 

^ementaiy teachere (77.61%) reported using one day as compared to less than one-half of ^ 

•teachers (47.32%) uang one day during ^ pre«ho61 sesaon for pladng nameo on report cards. In ^di- 
tion 62 84% of the etementery teachers reported that they averaged from 16^ mmutes each day ^^®y 
• worLd <m this task-m comparison to 33.38%.of the secondary t^ers averaging the same amount of tune. 



fegidnf Textbooks. More than one-fifth of the sample (22,&%) reported not udng the pre-school session 
-ior initial of issuing t^books, while over one-^ (50.03%) reported spending one to two days m prep- 



io 



Mrtwn fat l aiaqg tatbodo to popila. TeUo X, pcgo 10, abows tb« diittibutioo cf lie evetne Hoe 

hr'r^i7^ T°T ‘,^r^ pre^d^MBon m prqiaatioa tor iomnEtextboofa to that ptii% overoos- 
on repotW infag an svan^ ot 31 minutai to ot«r t»o hoora eadi day in iraAii^ 

tte pBoent of teachera (8546%) tqiotiad not nang tba piennhool andon for 

the ^Dtntaiy taaaiieB (13.13%). Horova, about twice the percent of 
teachew (1951%) leporM that thqf igiend at kart five days during the pnMBbooI eesrion to 

tiii8taaS£lacompan8ontotheascondaiyteecheiB(1051%). =«»ioo lor 

to ow?”* on^ontih of 8» aemple reported not uaing the pieechool aeerion 

te ke^ fertbook (2r.^) and ab^t one^ (4126%) repnted uaii« one to two days for thie 

•n«»r ^ ?*.***^ 10, the drtiibtttioa of the average tinie involvement per day of the 44.29% 

^JexJdi^ ooe to two dtys dtmng the pio«chod seesion <m thm fi> Jr, 

ffii O^ «» preochoo! aeanon for woridng on tectbook recorda, over one-half 

(61.7^) s^t on the average of 16 minutes to two houra in keepii^ textbook reeiHds. 

to of secondary toachera (43.11%) repented not uring the prenHshooI eeerion 

‘f®’^ (17-57%). In addifioa, about twice the percent ot 
f»« 81 leart five days on thia tadr than did the aecondary teachers 
(11.03%). tnree the percent of eknrentary teadien (14.19%) reported spending an average of 61-120 
inmates each day on this task than did the eeoondaiy teachers (f.11%). 

ihm ^Sa^*^**^**? ®**5*®*^* About onfr^th (19.42%) of the sample reported not usmg any time daring 

Over one^ of the sample (53.86%) reported that 
PKHKhool aesaon to worfc on the teacher^s register. Tabk X, page 
^ involvement pa* day of the 53.85% jading <me to ^ 

t ^ ^ pre^ool session for working on tiie teacher’s re^ster 

averaged betwesn 31 mmutes to over two houra each day spent on this task. 

<fi<l «® »c«mdary 

4^ rms-^ of the efementarytea^ (4440%) reporfed that they qient one day during pre«hoo!seadon 

TircafourttsoftoSLntaryt^ 
2 Wradmg an average between 31 to over 120 minutes each day on this task compared with 

Of the asccmiiaiy teachers avera^g tiie same amount of timt* each day. 

— ^ ^anent Beewik. More than onedourUi of the sample (27.19%) reported not uong thar 

priori sesBton to worit on locatag permanent records. Of the sample who used this sesrion to luting 
^m^t recotu.^ rfjont onedi^ (50.43%) spent one to two days on fais task. Table X, page 10, sh^ 

to ”-*® ®'T*® ‘f® per day of the 50.43% spending one totw^ye during 

toe prerschool sessictn on this fc«lr ^ «»**«» 

nf tins 8^on in locating permanent records, over one^ (56.70%) spent an average 

Of on0 nuiiitc to ons hour per day on ^ , 

the pere^t of elementary teachers (45.46%) as comj^ared to secondary teachers 
^^) reported usmg one day during tiie pre-school session locating permanent records. Also, the ele- 

mentaor teachers averaged more time each day on this task thnn did the secondary teachers. 

seeder P^«>^ 

However, about one-fourth of the sample (23.88%). used one day of 

activity lists. Of tie sample using this session for working on activity lists, about 

one-third (31.89%) qient an average of 16 minutes to one hour per day on this tjmV , 

.elementary teachers (29.34%) as compared to secondary teachers 

mfS * pme-echool session working on activity lists. Also, the ele- 

mentary teachers spent, more tune each day on this task than did secondary teachers. 

^ majority .of the sample (68.06%) reported not 
smg the pre-school session for iseumg and accounting for locks and lockers. About one-fifth (23.07%>, 

11 




- .• • rtf fliminlft ««ong the pi&« 3 hool Beesoa for issuing and 

«*.^l lenorted not spending any tone dnnng the ipe«*oo! eemm ^g an 

K Tte^^^ohen,.^ ,.,.«■ rfonnsd 

^H»I Dnae. mi* Ate Performed m olencal dut.es performed 

waeklv temjdiOTit the year are shown in Table XI, page 13. . _ 

Be«B«Bg AtteBdsn*. Tabte XI, Fags' 13, 

or the «>i)% spending at least fire days per week 

<Hi the tadc of re '(ffding attend^ce. ftRO/\ overazed between one minute to 16 minutes per day 

Of those responding, about 90 percent (87.86%) averagea neweeu 

“ Zl. “f »- '^‘'^crtsssstssix 

on the task at tepotling attendmoe. ,m iR«t averared b *ween one minute to 15 minutes par 

Ot the sample reporting, about 80 percent (80.16%) aver^ n- »eea 

t^ am 57.39% spending at leant five daya par.week on the 

^le®^f^£ftlS^ fourths (74.43%) awunged between one minute to 30 minutea per 

teachers were shown to spend more days per week than eeeendary toachera for recording 
fff&dGS in *their c^^Etds booted i ^ 

snd Eeeor^ 6^**- .!?*“?*“ days per 

fiias asagning and recording ^ ^ ^ 14 ^ ^ows the distribution of the ayetage time 

week tiirou^out the yes^ on tto task. > ^ ^ pggigning and recording grades. 

involvementofthe43.64% spendingat l^fiTO . betoken one minute to 30 minutes per day 

shown to spend more daya per week than secondary leachem a^ 

' ip-m-u.. Tjaehs Aids and Tests. Approrimatdy one-h^ of 

over one-baif (55.07%) averaged between one minute to 30 minutes per day 
“ ‘^Work toolved in Preparing 

ontory Material^ ind J i,€r week threu^out the year on derii^ work 

week and about one-fourth (^.25%) ?pent rao to w ^ LiUofan boards, laboratory materials and seat- 

L to two days ridtte 31.48% to one hour per day on 

Of tho sample reporting, over onehalf (62.42%) averagea Between m mu. 

thistadc.^ 
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TABLE XII 

Clerical Du^tieb Performed Weekly Throuohodt the Year: A Selected Dii 
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The percent of elmeitary teachers reporting tiiat they spent at least five days on this task (40.64%) 
was over twice the percent of secondary teachers spendmg the same number of days (17.71%). 

Oerieal 'Work InTohed in Correcting Homewwk, Classwork, Tests and Other Materials Prqiared bj 
Pl^Qs. Over one-half of the sample (61.22%) reported spe^^Jlng five or more days each week throu^out the 
year on clerical work involved In correcting homework, classwork, tests and other materials prepared by thei/ 
pupils. Tj»ble XII, page 14, shows the distribution of the average time involvement of the 61.22% spendmg 
at least five days per .week on this task. 

Of the sample reporting, about three-fourths (74.49%) averaged at least 31 minutes per day on this task. 

The elementary teach^ were shown to spend more days per week than the secondary k^chers on this 
task, but the secondary teachers appeared to spend more time per day. ■ , 

Paforming Monitorial or Managerial Duties. About one-half of the sample reported (47.88%) spending 
no time and over one-third (38.96%) reported that they spent at least five days per week on performing 
monitorial or managerial duties such as hall duty, lunchroom duty, playground duty, bus duty, etc., through- 
out the year. Table XII, page 14, shows the distribution of the average time involvement of the 38.96% 
spending at least five days per week on this task. 

Of the sample reporting, about one-fourth (22.12%) averaged between 16 minutes to one hour each day 
performing monitorial or managerial duties. 

The percent of secondary teachers reporting not performing monitorial duties was much greater than 
the percent of elementary teachers. The elementary teachers were shown to spend more days per week and 
more time per day than secondary teachers performing monitorial or managerial duties. 

Receiring and Sending Messes and Annomicem^ts. More than one-thirii of the sample (33.71%) 
reported that they spent no time on receiving and sending messa^ and announcements by the public jddress 
gystem, notes by pupils, etc., and 35.25% reported working on this task at least five days per week through- 
out the year. Table XII, page 14, shows the distribution of the average time involvement of the 35.25% 
spending at least five days per week on this task. 

Of the sample reporting, over one-half (56.62%) averaged between ne minute to 15 minutes per day 
in doing these tasks. 

Clerical Duties Which Occur Monthly With the Attendance and Accounting Activities. The clerical 
duties which occur monthly with attendance and accounting activities are shown in Table XIII, page 16. 

Confuting Attendance Totals. Approximately three-fourths of the sample (73.97%) reported spending 
between one to three days each month on computing attendance totals. Table XIV, page 17, shows ibe dis- 
tribution of the average time involvement of the 73.97% reported spending one to three days each month on 
this task. 

Of the sample reporting, over one-half (53.92%) avenged between 16 nunutes to one hour each day in 
doing this task. 

The elementary teachers were shown to be spending mom days per month and time per day on computing * 
attendance totals than secondary teachers. 

Ir^aring Attendance Se^rts. More than one-half of the sample (68.75%) reported spending one to 
three days each month on preparing' attendance reports. Table XIV, page 17, shows the distribution of the 
average time involvement of the 68.75% reported spending one to three days each month on this task. 

Of the sample reporting, about one-half (49.51%) averaged between one minute to 30 minutes esich day 
in doing this task. 

Elementary teachers continued to perform more clerical duties than secondary f^eachers in preparing 
attendance reports. 

Updating F iltii. Testing, and Belated Records. About one-half of the sample reported spending no 
time (45.74%); and about one-half reported spending one to three days each month (47.65%) in updating 
health, testing, and related records. Table XIV, page 17, shows the time involvement of the 47.65% reported 
speiriing one to three days each month on this ta^. 

Of the sample reporting, about one-third (33.57%) averaged between one minute to 39 minutes each day 
in doing this task. 
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Approxiinately three times the percent of secondary teachers (73.00%) as compared with elementary 
teachers (27 61%) rejKjrted not spending any time each month in updating health, testing, anri related 
records. This means that about three times the percent of elemenUuy teachers were working on t.o,<;lcR 
each month than secondary teachers. 

Doties Which Occur at the Oose of Each T vfarkfr.g Period. The dprfcal duties which occur 
at the ciiKe of each marking period are shown in Table XV, page 19. 

Compaiing Stadaits* Grades. Moie than three-fourths of the sample (83.77%) reported Q>eniUng one 
k) five days at the close of each marking period in computing students' grad^ Table XVI, page 20, 
shows the distribution of the average time involvement of the 83.77% reported qieuding one to five days 
at the close of each marking period computing students’ grades. 

Of the sample reporting, over three-fourths (77.69%) averaged between 31 ininutes to over two hours 
each day this task was done. 

Copying Attendance Monnation on E^jort Cards. Over three-fourths of the sample (78.55%) reported 
spending one to five days at the close of each marking period on copying attendance information or icport 
cards. Table XVI, page 20, shows the distributicsL of the average time involvement of the 78.55% reported 
spending one to five days at the dose of each marking period on this task. 

Of the sample reporting, more than one-half (56.78%) averaged between 16 minutes to one hour each day 
this task was done. 

The elementary teachers were shown to spend more time at the close of each ma.rking period with the 
clerical task of cop 3 ong attendance information on report cards than secondary teachers. 

Recording Grad^ for Rqiort Cards. Over three-fourths of the sample (83.42%) reported spending one 
lo five days at the close of each marking period on recording grades for report cards. Table X\T, page 20, 
shows the distribution of the average time involvement of the 83.42% reported spending one to five days at 
the close of each marking period recording grades for report cards. 

Of the sample reporting, over one-half (57.62%) averaged between 31 minutes to two hours each day this 
task was done. 

Reccffdhig Grades for School Records. About one-third of the sample (33.91%) reported not ^>ending 
any time aud over ohe^half (59.13%) reported spending one to five days at the close of each mArTdng period 
on recording grades for school records. Table XVI, page 20, shows the distribution of the avera^ time 
involvement of the 59.13% reported spending one to five days at the close of each marking period recording 
grades for school records. 

Of the sample reporting, about one-half (50.32%) averaged between 16 minutes to two hours each day 
this task was done. 

Making Speda! listings. Mom than one-third of the sample (38.55%) reported not spending any time 
making special listings, \?hile over one-InJf of the sample (56.58%) reported spending one to five days .vt the 
close of each marking period on making special listings of honor rolls, failure lists, etc. Table XVI, page 
20, shows the distribution of the average time involvement of the 56.58% reported spending one to five 
•days at the close of each marking period making special listings. 

die sample reporting, about one-tlurd (33.74%) averaged one to 15 minute each day this task was done. 

The secondary teachers were shown to spend more time making special listings at the close of each 
rmarking period than elementary teachers. 

Pr^.riog Analyses of Grades af Pupils Tan^t Approximately one-half of the sample reported not 
-speniing .^vny time in preparing analyses of grades of their pupils (42.38%), and about one-half (50.90%) 
.reported .spending one to five days at the close of each marking period on this task. Table XVI, page 20, 
.shows the distribution of the avtaage time involvement of the 50.90% reported spending one to five days at 
.the close of^ach marking period preparing analjrses of grades of pupils taught. 

Of .theiiample reporting, about one-third (31.71%) averaged between 16 to 60 minutes each day this 
-ta^ was done. 

.Writing ^nun^ts on Bqiorts and BecordU About three-fourths of the sample (71.83%) reported 
.spendi^.ioue.to five da.vL at ihe dose of each marking period on writing comments on reports and records. 
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TABLE XVI 

CiiEiiiCAii Duties Performed at the Close op Each Marking I^briod: A Selected Di«tbiddtion 
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Table XVI, page 20, ehowE the (hstribution (rf the average time mvolYement d the 71.83% reported 
^ xmding one to five dajs at the close d each mAriring period wri ting comments on reports records. 

Of the sample reporting, abcmt one-half (45.79%) averaged between 31 minutes to over two hours each 
day this task was done. 

The olementaiy teac h ers were shown to spend more rime than secondary teachers at wri ting comments 
on reports and records at the close of each Tnarlong period. 

Oieddng cm Retom of Sgncd E^ort Cards. Over three-fourths of the sample (77.16%) reported 
spending one to five days at the close of each marking period checking on returns of sign^ report ca rd s . 
Table XVI, page 20, shows the disfetiburion of the average rime involvement of the 77.16% reported 
spending one to five days at the close of each marking period checking on the return of signed report <^rd «, 

Over onc-half oT the sample (65.88%) averaged between one to 16 minutes each day this task was done. 

The elementary tochers were shown to spend more time than secondaty teachers on this task. 

RevriiUiig iMSt R^ort Cards. More than one>half of the sample (69.16%) repeated not using their 
time at the close of each marking period to rewrite lost report cards, while about one-third (28.99%) spent one 
tc five days.' 

Of the sample reporting, about one-fourth (24.93%) averaged between one to 15 minutes each day this task 
was done. 

C3mical Duties WMdi Are Perfexmed Periodically. The clerical duties performed periodically are 
shown in Table XVII, pages 22-23. 

Making Acfiriiy lists. Approximately one-half of the sample (49.04%) reported not spending any 
time in making activity lists. Of the teachers reporting that they used some of their timn in making activity 
lists, about one-third (33.10%) stated that they worked one to five times periodically during the year for 
this task. Table XVIII, pages 24*25, shows the distribution of the average time involvement of the 33.10% 
reported spending one to five days periodically during the year making activity lists. 

About one-half (46.49%) reported that they spent one to five days each time they worked on this f^y^k^ 
and about one-third (37.68%) averaged one to 30 minutes each day they worked on activity lists. 

The elementary teachers were shown to be involved with making activity lists periodically during the 
year more than the secondary teachers. 

Counting Money, Over one-third of the sample reported that they coimted money one to five days each 
year (34.09%) and over 10 times each year (33.50%). Table XVIII, pages 24-25, shows the distribution of 
the average time involvement of the 34.09% report^ spending one to five days periodically and the 33.50% 
reporfei. spending over ten days periodically during the year counting money. 

Over onelialf (64.52%) spent one to fi^ve days each time they counted money, and about three-fourths 
(71.19%) reported they averaged one to 30 minutes each day they counted money. 

Accounting fw Mcmej. About one-third of the sample (33.62%) reported not spending auy time in 
making money reports. Of the sample spendiug time in accounting for money, over one-third (39.07%) 
reported doing this ons to fiw times a year; over one-half (56.81%) reported accounting for money one 
to five days each ti me ; and over one-half (58.03%) reported an average of one to 30 minutes each day they 
counted money. 

Table XVIII, pages 24-25.. shows the distribution of the average time involvement of the 39.07% reported 
spending one to five days periodically during the year accounting for money. 

Aecouniing for Pupil Risnrssice. Approximately three-fourihs (72.93%) of the sample reported account- 
ing for pupil insurance one to fr/e times a year. Table XVIII, pages 24-25, shows the distributiooi of the 
average time involvement of the 72.93% reported spending one to five days periodically during the year 
accounting for pupil insurance. 

Of the sample reporting, about two-thirds (66.20%) spent one to five days each time they accounted for 
pupil iiunirance, and about two-thirds (68.01%) reported they averaged from one to 30 minutes each day they 
accounted for pupil insurance. 

Pir^siiog Studest EUglbOity Retorts. About two-thirds of the ^mple (68.31%) reported not spending 
any time in preparing student eligibility reports. About one-fourth, however, spent one to five times each 
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10. RequMting replacement of textbooks 
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year id preparing student eligibility reports (26.96%), About one-tbird reported spending one to five dnys 
each time this task was done (28.99%), and about one-fifUi (22.43%) reported spending an avera^ of .one to 
30 minutes each day to do this task. 

Pr^mrng, Distributhig, and Ck^ecting Sta ndao fized Tests. Approximately tno*thinis of the sample 
(67.36%) reported spending one to five times each year in administering standardized tests, and aboirt two- 
thirds (65.74%) reported ^lending one to five days each time this task was done. There was no distinct 
averap time per day for doing this task. Table XVIII, pages 24-25, shows the distribution of the average 
time involvement erf tlm 67.36% reported spe n d in g one to five days periodically during the year preparing 
and administering standardized tests. 

The elementary teachers were shown to be involved more than secondary teachers with the derical 
tasks of preparing, distributing, and collecting st andar d i zed tests. This could be due in part that more-.testa 
are administered at the elementary level under the state testing program than at the secondary leviJ. 

Scoring and Cemverting Scores of Standardized Tests. More than one-half of the sample (59.01%) 
reported not using any of tiieir time for scoring and converting scores of standarized tests. Over one-third 
of thf. samrle (38.32%) reported that they did this task one to five times each year. Table XVIII, pages 24-25, 
tne distribution of the average time involvement of the 38.32% reported spending one to five dajrs 
penodically during the year scoring and converting scores of standardized tests. 

Over one-third (37.22%) spent one to five days each time tiiey worked on converting scores of stand- 
ardized tests. 

A^ut twice the percent of secondary teachers (86.36%) than elementary teachers (40.83%) reported 
not using their time for working with standardized test scores. This means that the elementary teachers 
used more time on this clerical task than secondary teachers. 

RccOTdmg Standardized Test Results. About one-half of the saiuple (42.84%) reported not any 
of their time to record standardized test results. More than one-half (55.02%), however, reported that they 
recorded standardized test results one to five times each year, and over one-h^ (55.02%) spent one to five 
da 3 rs each time they worked on this task. About one-third (31.48%) reported that they averaged between 
16 to 60 minutes each day they recorded standardized test re^ts. 

Table XVIII, pages ^?5, shows the distribution of the average time involvement of the 55.02% reported 
spending one to five da 3 rs periodically during the year recording standardized teat results. 

Approximately four times the percent of secondary teachere (76.20%) as compared to elementary teachers 
(20.66%) reported not using any time on this task. This means that elementaiy teachers uE.<:d much more 
time on the clerical task of recording sta n d ar dized test, results than secondary teachers. This may be ex- 
plained in part by (1) the state testing program includes 11 tests at the elementary level tmd seven at the 
^ondary level; and (2) at the secondary level guidance personnel take the major respoi ibilities in admin- 
istering st an da r dized tests while at the elementary level the teachers carry out this 

Preparing Smnniaries on Standardized Test Results. About two-thirds of ihe sample (62.55%) reported 
that they did not prepare s umm a r ies on standardized test results, while over one-third (35.83%) worked on 
tills task one to five times each year. More than one-third (35.83%) reported spendi^ one to fii-e days 
each time th^ worked on this task. 

Elementary teachers were shown to assume much more of the work involved with preparing summaries 
on s tan da r dized test results than secondary reachers. 

Reqaesting R^laeemoit of Textbcxrfis. More than one-half of the sample (58.78%) reported that they 
did not make requ^ in replacing textbooks. Over one-third (38.44%) made requests for" the replacement 
<rf ieJrtbooks one to five days each year. Table XVIII, pages 24-25, shows the distribution of the average 
time involvement of the 38.44% reported spending one to five days periodically during the year requesting 
the replacement of textbooks. 

Over one-third (39.83%) reported spending one to five days each time on this task. Approximat^y one- 
third (27.13%) also reported that they averaged between one to 15 minutes each day they performed 
this task. 

Preparing Stndent Rosters. Over one-half of the sample (51.19%) reported that they did not prepare 
student rosters. About one-half (42.03%) prepared student rooters one to five times each year. Table 
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XVin, pages 24-25, 5^iows the distribution of the average time involvement of the 42.03% reported spending 
one to five days periodically preparing student rosters. 

Approadmatdy one-half (46.44%) reported that they spent one to five days each time they worked on 
student rosters. More than one-fhird (35.13%) reported that they averaged one to 30 minutes each day 
they p^pared student rosters. 

CkHB^^rlag with Requests fmr Mmmatioxi about PujhIs. Slightly more than one-half of the sample 
(62.12%) reported complying with requests for information about their pupils between one to five times each 
year. Table XVUl, pages 24-25, shows the distribution of the aver^ time involvement of the 52.12% 
reported spending one to five days periodically during the year complying with requests for information 
about pupils. 

More than two-thirds (75.25%) reported that they worked one to five days each time on this task. Over 
two-thirds (^.70%) reported that they spent from one minute to 30 minutes each day they worked on 
thiR task. 

Agisting Piinc^iai with OfSce Duties. The vast majority of the sample (84.87%) reported not n«ing 
any of thdr time in assisting their principal with his office duties. 

Ckuspleticg Qs^timiiiaires. About two-thirds of the sample (66.38%) reported completing question- 
naires one to five times each year. Table XVIII, pages 24-25, shows the distribution of the average time in- 
volvement of the 66.38% reported spending one to five dajra periodically during the year completing 
questionnaires. 

More than two-thirds (76.41%) reported spending one to five days each time on this task. More than 
two-thirds (69.27%) reported that they averaged from one minute to one hour each day they worked on com- 
pleting questionnaires. 

Accounting ficr Funds Bdng Collected in Fund-Raising Activities. School; More than one-half of the 
sample (57.28%) reported not spending any time in fund-raising activities for the school. Over one-third 
(34.48%) reported ^t they worked with fund-raising r „tivities for the school one to five times each year. 
Table XVIII, pages 24-25, shows the distribution of tiie average time involvement of the 34.48% reported 
spending one to five days periodically during the year accounting for funds being collected for fund-raising 
activities associated with school. 

Over one-third (36.12%) spent one to five days each time they worked on these activities. Over one- 
fifth (22.20%) reported averaging one to 15 minutes each day that they worked on fund-raising activities 
for the school. 

Class: Over two-thirds of the sample (68.87%) reported not using any of their time in accounting for 
funds being collected in fund-raising activities for classes. About one-fourth of the sample (25.22%) 
accounted for funds being collected in fund-raising class activities one to five times each year. Over one- 
fourth (26.73%) reported that they spent one to five days each time that they worked on this activity, and 
more than one-fourth (27.19%) reported that they averaged one to 30 minutes each day they worked on 
this task. 

PTA: Over two-thirds of the sample (7C.72%) *-eported that they did not work with PTA fund-raising 
activities. More than one-fourth (27.13%) reported that they helped in PTA fund-raising activities one to 
five times each year. About one-fourth (25.91%) reported that they worked one to five da}^ each time in 
accounting for funds being collected for PTA fund-raising activities. About one-fourth (25.69%) reported 
that they worked an average of one to 30 minutes each day on this activity. 

The elementary teachers were also shown to be involved more with the fund-raising activAties of the 
PTA than secondary teachers. 

Performing Monitorial or Managerial Duties, if Aligned for Less Than the Full Year. About one-third 
of the sample (32.41%) reported that they did not perform monitorial or managerud duties assigned for less 
than a full year. More than one-half (57.59%) reported that they were assigned monitorial duties for less 
than a full year from one to over ten times. Table XVIII, pages 24-25, shows the distribution of the average 
time involvement of the 67.59% reported spending from one time to over ten times periodically during the 
year performing monitorial or managerial duties. 
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Over one-half (55.31%) reported that they spent one to five days each time on these duties. . About 
one-half (43.70%) reported working an average of 16 to 60 minutes each day they performed these duties. 

Requesting *nd/or Ordering Teaching Materials. Approximately two-thirds of the sample (61.57%) 
reported requesting and/or ordering teaching materials one to five times each year. Table XYIII, pages 24-25, 
shows the distribution of the average time involvement of the 61.57% reported spending one to five days, 
periodically during ^e year requesting and/or. ordering teaching materials. 

The vast majority (81.10%) spent one to five da 3 ^ each time on this task. About two-thirds (60.46%) 
reported that they averaged one minute to 30 minutes each day they performed these duties. 

Clerical Duties Performed Only at the End of Year. -The clerical duties performed only at the end o.^ 
the school year are shown in Table XIX, page 29. 

Preparing Teacher’s Annual Report About one-fifth of *.;\e sample (20.29%) reported that they do not 
prepare the \‘irginia Teacher’s Roister at the end of the year. Over three-fourths of the sample (75.83%) 
spent one to five days working on the Virginia Teacher’s Register. Table XX, page 30, shows the dis- 
tribution of the average time involvement of the 75.83% reported spending one to m days at the end of the 
year preparing the VirgiDia Teacher’s Register. 

More than two-thirds (69.51%) reported that they averaged from 31 minutes to over two hours each, 
day they worked on this task. 

A greater percent of the elementary teachers used their time at the end of the year working on the Vir- 
ginia Teacher’s Roister than did secondary teachers. 

Preparing End-of>Year Student Rosters. Less than one-third of the sample (30.09%) leported that 
they did not prepare end-of-year student rosters. Over two-thirds of the sample (67.60%) worked on end- 
of-year student rosters one to five days after school closed. Table XX, page 30, shows the distribution 
of the average time involvement of the 67.60% reported spending one to five days at the end of the year pre- 
paring end-of-year student rosters. 

About one-half (48.82%) reported that they workeu an average of 31 minutes to over two hours each day 
at this task. 

The elementary teachers were shown to have si)ent more time on preparing student rosters at the end. 
of the year than secondary teachera. 

Recording Grades on P&'manent Records. More than three fourths of the sample (79.71%) reported 
spending one to five da 3 rs recording grades on permanent records after school closed. Table XX, page 30, 
shows ' .e distribution of the average time involvement of the 79.71% reported spending one to five days at 
the end of the year recording grades on permanent records. 

Over three-fourths (75.36%) reported that they worked an av’erage of 31 minutes to over two hours each 
day at this task. 

Once again, the elementary teachers (97.88%) i,pent more time at the end of the year with clerical duties 
than secondary teachers (66.47%). 

Accounting for Textbooks. Approximately three-fourths of the sample (74.96%) reported spending 
one to five days after school closed accounting for textbooks. Table XX, page 30, shows the distribution 
of the average time involvement of the 74.96% reported spending one to five days at the end of the year 
accounting for textbooks. 

Of the sample reporting, over one-half (52.58%) averaged from 31 minutes to over two hours each day 
they worked on accounting for textbooks. 

The vast majority of elementary teachers (89.86%) were shown to spend more time accounting for text- 
books at the end of ^e year than secondary teachers (61.25%). 

Unventory Teaching Materials. The vast majority of the sample (84.70%) reported that they had spent 
one to five days at the end of the school year taking inventory of teaching materials. Table XX, page 30, 
shows the distribution of the average time involvement of the 84.70% reported spending one to five days at 
the end of the year taking inv entory of teaching materials. 

Of the sample reporting, nearly one-half (48.70%) reported averaging between 16 to 60 minutec each 
d«^y they worked on this task. 
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SECTION m 



SimfMABT, FINDINGS, CONCLUSIONS AND BECOK 



J/JM 



?«)ATIOxNS 



SUMMABY 

This was a descriptive study which attempteil to reveal how teachers in the State of Vir^iua spent tiiw 
time in relation to instructional and non-instructional duties. 

A questionnaire was developed by the staff of the Division cf Educational Research to denote the 
amounts of time teachers &ve to various activities involved in teaching. 

The teacher sample consisted of C «99 teachers, of which 1,725 were finally processed for analyses in the 
study. The sample was truly representative of the actual teacher population as measured by several indices. 

Findinqs and Conclusions 

Sdected Characteristics ol the Sianide. The Teacher. The findings of this study revealed that most 
teachers weto married women holding bachelor d^rees. They have tau^t for approximately 13 years, 
having about 10 years of experience in the school diviaon in which they are currently employed, and earned 
an annual salary of $5,732.69. 

instructionai Responsibilities. Length of Instructional Day. The majority of the teachers were required 
to be on duty at school by 8:13 a.m. and were permitted to leave by 3:16 p.m. This means tliat they were 
contracted for seven hours and three minutes per day, a 35 hour and 15 minute work week. 

The day for most elementary pupils b^an at 8:32 a.m. and ended at 2:52 p.m. for a school day of six 
hours and 20 minutes. The difference between the assigned day for most teachers and the assigned day of 
their pupils was one hour and twelve minutes. 

Most elementary teachers had an average time of 9.40 minutes free or unassigned per day. 

The typical elementary teacher was assigned 7.42 hours of work each day or 38.50 hours per week. 

The typical secondary teacher was assigned teaching duties for 24 periods per week with about 52 mmutes 
in each period. This indicated that most secondary teachers taught about five classes a day. Most of the 
secondary teachers were assigned two study hall peri.ods per week, and between three and four confereui^ 
or planning periods per week. There were very fe--f assigned counseling periods for the secondary teachers. 

The typical instructional day of a secondary teacher was shown to consist of 5.32 hours for teaching, 
.05 of an hour for counseling, .42 of an hour for study hall, .61 of an hour for conference or planning time, 
and about, 14 minutes for homeroom— a fDtal of assigned duties of 6.42 hours per day or 32.10 hours ^r week. 

Out-(ff'Cl&S3 Instructioiial Duties. Most teachers spent about 10 hours per week odtside of the regularly 
scheduled teaching day in personal study and instructional planning. This means that the normal teaching 
/joy was extended for at least two hours each day in order for the teacher to be prepared for classroom 
instruction. 

Profesaonal review and evaluation of pupils’ work consumed about 30 minutes of the teachers’ time 
per day beyond the normal contracted day. Responsibilities involved in working with individual pupils or 
groups of pupils, parents, and other colleagues did not require much out-of-class time. Sponsorship or super- 
vision of pupil organisations and activities without additional pay or reduced teaching loads did not constitute 
a significant part of the teachers’ out-of-class instructional activities. 

It can be concluded that the teacher was spending two to three hours beyond the scheduled teaching 
day in preparation for classroom instmctional duties. 

Non-Profesaontl or Clerics! Dntfes. The study disclcsed that most teachers spent about one day during 
the pre-school session on cleiical tasks associated with pupil reports, accounting, record.', and textb^Hs These 
findings indicated that the pre-school sessions were in solved to a certain degree witt. cleric.il duties of wliich 
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^ ttechers could be relieved, thus leaving them time for in-service and other activities more cloeei y associated 

related to instmction; e.g., evaluating pupil performance, and clerical duties not related 
to instruction; ag., rwwrding and reporting attendance, were found to require about two hours a day of the 
•element^ teachers' time and about one and one-half hours a day of the secondaiy teachers' time The 

of these deiical duties was such that ab<mt oim hour of the feg»jlar school day was required to perform 

clencal duties performed daily which were not related to instruction could be effectively carried out 
*by other means, thus relieving the teacher for instructional duties. 

It ™ found that most teachers qient about four horns per montii on clerical tasks associated with pupil 
•acc^ti^ and eun^tive records. Some of this time was esential for the teachers to become more famUior 
mth their pupils; working on cumulative fdders, while other tasks; viz^ pupU accounting, should not 
take up the teacheis’ time during the school day. 

study sho^ that most teachers spent one to five days or about 15 hours at the ead of each marking 
penod (four to six times a y^) on clerical tasks associated with determining pupil grades, copying grades 
•on report (^ids and cumulative records. Such tasks as computing students' grades, fillin g in report cards, 
m^g q)ecial listii^ ^d chec^g on lost report cards could be carried out by means other than teachers. 
On the other hand, it is important that the teachers write comments on report cards, analyze student grades, 
-and other tas ks related to evaluating student peifonaanes. 

It wa^vealed that most teachers qient about 25 hours during the year collecting and accounting for 
money. VMe the nature of these clerical tasks involved the teacher, it is a conclusion of this study that 
•consideration be given to the most efl^aent procedures in collecting and accounting for money and the wisjst 
use of the teacher’s time. 

The majority of Ae elementary teachers was found to spend about 50 hours during the year on actiWties 
re ti) administering and recording standardized tests. The testing program at the elementary level was 
■conducted during the schwl day with the teacher at the center of the activity. These teachers were also re- 
quired to enter the results in the pupils' records. Such tasks could be performevi by other means, thus relieving 
the elementaiy teachers for a few days to prepare for instruction. 

This study showed that most teachers spent about 12 hours during the year requesting and ordering 

materials. Rmce the selection of teaching materials is relnted to Instractiou, ieachere should be 
mvolved in this activity. 

n was found that mo^ elementary teachers spent about seven hours at the end of the year preparing the 
final report of ihe Viiginia Teacher's Roister. The elementary teachers also reported spending 36 hours 
working on pupil rosters aud cumulative records and about five hours accounting for textbooks. With the 
•exception of worl^g on cumulative records, which should assist teachers in evaluating their year’.s work, 
the remaining clerical duties could be performed by other means. 

Taking inventory of teaching materials was revealed to take up about five hours of the tejicher’s time 
M the end of tiie year. Such an activity does not contribute to the professional responsibilities of the teacher. 

The study showed that about all of the elementary teachers and more than one-half of the secondary 
teachers spent five hours at the end of the year updating permanent records. 

Suauc*^ of Condnskms. Althou^ study reported that there was considerable range in the amounts 

•of time the teachers spent on responsibilities (instructional and non-instructional) other than teaching, it 
«an be concluded that most public school teachers in \^jiia spent abovit nine to 10 hours a dav on prep- 
•aretion for teaching, teaching, evaluating pupils' work, and on clerical duties. As reported in the findmgs, 
the mne to 10 hour school day for most teachers included about seven hours which they were required to spend 
At school and from two to three additional hours which most teachers spent outside of the regular school day 
m personal study, planning for instruction, profesaonal review, evaluation of pupils’ work, and clerical duties. 

Of the scheduled seven hour school day, most teachers spent about .one hour dn clerical duties during the 
r^ular school day. 

The teacher's time for instructionai preparatioE and time to teach was interrupted by non-instnictional 
duties which occurred daily, monthly, periodically, and at the end of the school year. Teachers could be 
i^ev'ed of duties not r^ted to instruction and thus provide an uninterrupted opportunity and adequate 
time to teach and inspire learning. 



BeC01IB2ENZ>AT10KS 



la line wiiiL the State Boaid of Edu(^tioa*a pdiey foi providing "adequate time to teach and adequate 
thae lean^** and la keeping wiUi the findings of ^us study, li Is urged that local school authorities ^vo 
oaxeM conadeiatioa to the following lecommendsMona; 

1. Iliat clerical assistance and teacher aides be provided and eSciently used In order that tea^Jiors 
win be reUeved such du^ as piepziiing student roeiers, typing and duplicating teaching materials 
and tests, and making duplicate sets of pi^ records. 

Althou^ H is recognized that some st^col systems are already doing much to relieve teachers of 
non-instructional duties, local school authorities should give careful consideration and exert eve .7 efiurt 
to relieve teachers of duties which can be done with 1 ^ expense and more eflSciency by persons em* 
ployed to perform these tasks. 

2 . That centralised pupil accuimting syeteu^ be established In schools wherever practical. This 
wr Id eUminate many of the detailed clerical tasks now performed by teachers such as keeping teachers* 
r^iSters, copying information onto permanent records, and recording and . porting attendance. 

3. That policies governing the use of teacher time for all non-instructional duties be reassessed 
periodicsHy. 

The Division of Educational Research of the Department will identify school divisions which have 
inaugurated plana for relieving teachers of many non-instructional duties. Information c.n such practices 
will be communicated to division superintendentd and the State fi{»rd of Education. 



APPENDIX A 



STATE BOARD OF EDUCATION 
Bicbmond 23216 

QUESTIONNAIRE ON THE USE OF TEACHER TIMB 

This questionn^ on the use of teacher lame, prepared for a study requested by the State Board of Educa- 
tion, seeks infonnation about the use of the teacher’s time, both in school and out^e of school It is hoped 
that this informalaon can be used as a baas for suggesfions Uiat may increase the amount of time available to 

teachers for instructional actavities and decrease the amount of time required for non-profesaonal or clerical 
duties. 

You can help by filling in this questionnaire, which will be held in strictest confidence. Your response is 

particularly important, since the questionn^ is being sent on a sampling basis to a CTnall number of teachers 
m 'S^i^ia. 



A. INFORMATION ABOUT YOU 



1. ' Please indicate your sex and marital status. Check ONE. 

□ Man, unmarried 

□ Man, married 

□ Man, widowed, divorced, or separated 

□ Woman, unmarried 

□ Woman, married 

□ Woman, widowed, divorced, or separated 

2. What is your age (nearest birthday)? 

3. What is the highest coU^ degree you hold? Do not report honorary degrees. Check ONE. 

□ Nod^ree 

□ Bachelor’s d^ree 

□ Master’s degree 

□ Doctor’s d^ree 



4. Counting the present school year, what is the total number of school years of full-time teaching 

experience you have had? Years 

5. Counting the pre^nt year, what is the number of yeaia of full-time teaching experience you have 

had in the school system where you are now teaching? Years 

6. What is your contra' '%ry for the 1965-1966 school session? 



information ABOUT YOUR SCHOOL AND TEACHING ASSIGNMEN T 

1. How many regular or full-time classroom teachers are there in the school in which you teach’ 
Teachers 



2. What GRADES are included in the school in which you teach? Encircle ALL the grades included. 

^123456789 10 11 12 
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3. In iffhat GRADES are you teaching? PlcSae endrcle ALL the grades in which you are 
this year. 



K 



8 9 10 11 



12 



4. How is your present teaching assignment dasofied? Cheek ONE. 

□ Elementary teacher 

□ Junior hi^ teacher 

□ Junior*e6nior hi^ teacher 

□ Senior hi^ teacher 

□ Combination elementmy-secondary teacher 

□ Junioivcoll^ teacher 

□ Other (please explain) 



C. INFORMATION ABOUT THE LENGTH OF YOUR INSTRUCTIONAL DAY 

1 . Reporttheexacttime(e.g., 8:15 a.m.) when you are regutred to be on duty at school a.m. 

2. Report the exact time (e.g., 3:15 p.m.) when you are pemifted to leave school p.m. 

3. Eleuentabt School Teachebs: 

1. Report the exact time when the school day b^ins for your pupils. a.m. 

2. Report ibe exact time when the school day ends for your pupils. p.m. 



3. Report the number of minutes per day you have free or unassigned during your pupils* 
instructional day (estimate lunch on a pro-rated basis if you are expect^ to eat with 
your children part of the time). 



minutes 



4. Secondaby School Teachebs: The following questions pertain to duties assigned or contracted by 

your employer. 



1. How many class periods per week are you assigned teaching duties?- 

2. How many class periods per week are you assigned counseling duties? 

3. How many class periods per week are you assigned study hall or other 
supervising duties? 

4. How many class periods per week are you assigned conference and 
planning (“free”) periods? 

5. What is the length, in minutes, of the average period in your school? 

6. What is the length, in minutes, of your homeroom? 



-periods 

-periods 

-periods 

-periods 



-minutes 



-minutes 



7. What is your responsibility for r^ular sports and other activities which require time beyond 
the school day and for which you receive extra pay? 

Activity (specific) 



Number of days/year in which you are involved 
Number of hours per day 



D. 



toe yoa npead ia out^f.^ inrtmcfional duliee 
^“‘ **“ ^ I?y each of 

^^<dtheeodotiee,ttey™Tloeincl«d«iinthoao^part.S<S.^^ 



Average Time/ , k 



1 . 

2 . 



□ □ 



Personal study and planning for instruction 

Profeponal plan^ involved in preparing learning materiis,' ’such « 

^isim aids, bu letm boards, laboratory materials, and seatwork n n 

ftofessional review and evaluation of homework,, classwork, teste, and ' 
materials prepared by pupils. Do not include copying or averaging 



grades. 



4. 



5. 

6. 

7. 

8 . 

9. 



Sp^orsWp or supervision of pupil organizations and activities (eid^e 



□ 



Worldng with Mvidual pupils and small groups of pupils outside of class . □ 

Uonierences with parents, associates, resource people rn 

Facdty mee^gs, department or grade meetings, curriculum committee 
meetings, and other similar meetings r-i 

Home visits and meetings with parent groups ^A,’ room' mottiers,’ etc.) .' .’ □ 

Additio^ alignments not clerical in nature; your clerical duties are 
surveyed in the next section. . . i— i 

‘ :g 



2. 



-□ 



□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 



Minutes 


Hours 


0 


1- 

3C 


31- 

60 


2 


3 


4 


5 



□ 

□ 



□ □ □ 



□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 



□ □□□ 
□ □□□ 
□ □□□ 



□ □□□ 
□ □□□, 

□ □□□ 
□ □□□. 



list 

No.HrB. 
Over 5 



□ □□□. 
□ □□□. 



E. 



mFORMATION ABOUT YOHR NON-PROFESSIONAL OR CLERICAL DUTIES 



mwmMmMrn 

of to^o^*s‘^SKe‘^e^wI^T f 
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,w— 




Clerical BleSes Ferfonned Daring Pre»Scbool 
or Early Session Only 



Pre-School or Early Session 



Number of Days 
Each Year 



A?erage Time/Day 
(bSnntes) 



0 


1 


2 


3 


4 


5- 


0 


1- 


16- 


31- 


61- 


Over 












Over 




15 


30 


60 


120 


120 



1 . 

2 . 

3. 

4. 

5. 

6 . 

7. 

* 8 . 

9. 

10 . 
11 . 





D 


D 


D 


D 


D 


D 


□ 


D 


D 


D 


D 


D 


D 




D' 


D 


D 


D 


D 


D 


□ 


D 


D 


D 


D 


D 


D 


...DDDDD D 


D 


D 


D 


D 


D 


D 


D 


D 


D 


D 


D 


D 


D 




D 


D 


D 


D 


D 


D 




D 


D 


D 


D 


D 


D 


- .□□□□□□ 


D 


D 


D 


D 


D 


D 




D 


D 


D 


D 


D 


D 


- □□□□□ □ 


D 


D 


D 


D 


D 


D 



Ci^ieai Duties Which Are Performed 
Weekly Throughout the Year 



Numb^ of Days 
Each Week 



0 



1 


2 


3 


4 


5- 


0 


1- 


16- 










Ove^ 


' 

1 


15 


30 



A?«age Time/Day 
(Afinutes) 



31- 61- I Over 
30 , 120 I 120 



Weekly (Include Work on Weekends) 

1. Recording attendance □□□□□ □ 

2. Reporting attendance □□□□□ □ 

3. Recording grades in grade book □□□□□ □ 

4. Assigning and recording grades DDDDD D 

5. Duplicating teaching aids and tests DDDDD C 

6. Clerical work involved in preparing learning materials 
such as visual aids, bulletin boards, laboratory materials, 

and seatwork DDDDD D 

7. Clerical work involved in correcting homework, class- 

work, tests, and other materials prepared by pupils DDDDD D 

8. Performing monitorial or managerial duties (hall duty, 
lunchroom duty, playground duty, bus duty, etc.). See 
later section if these assignments do not occur each week 

in the year DDDDD D 

9. Receiving and sending messages and Eumoimcements 

(public address system, notes by pupils, etc.) DDDDD D 

10. Other (specify) DDDDD D 

11. D D D D D D 

12. DDDDD D 



D D 
D D 
D D 
D D 
D D 



D D 
D D 



D D 
D D 
D D 
D D 



D D 
D D 
D D 
D D 
D D 



D D 
D D 
D D 
D D 



D 

D 

D 

D 

D 



D 

D 

D 

D 



D 

D 

D 

D 

D 



D D D D 

D D D D 



DDDDD D 



D 

D 

D 

D 



*This item was omitted from the analytis eonduoted In the study because the sample misunderstood its meaning. 
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Clerical Dalles Wbldi Occnr Montiily Wth the 
Attendance and Accounting Actirities 



Monthly (or 20-day periods) 

1. Computing attendance totals 

2. Preparing attendance reports 

3. Up-dating health, testing, and related records 

4. Other (specify) 

5. 

6 . 



Nmnher of Days 
EadiMondi 


Average Time/Day 
(hfinntes) 


0 


1- 


4- 


7- 


Over 


0 


1- 


16- 


31- 


61- 


Over 




3 


6 


10 


10 




15 


30 


60 


120 


15J0 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ ' 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 



Cl^cal Duties Which Occur At the Close of 
Each Marking Period 


Numb^ofDays 
EachMarkmg 
Period 
Wedcs 


Average Time 
(IVfinutes) 
Per Day 
Job Is Done 


Six Weeks (If not using six weeks marking period indicate 


0 


1- 


6- 


Over 


0 


1- 


16- 


31- 


61- 


Over 


number of marking periods per year ) 




5 


10 


10 




15 




60 


120 


120 


1. 


Computing students’ grades 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


2. 


Copying attendance information on report cards 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


3. 


Recording grades for report cards 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


4. 


Recording grades for school records 


□ 


□ 


□ 


□ 


n 


□ 


□ 


□ 


□ 


□ 


5. 


Making special listings (honor roll, failure lists, etc.) 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


6. 


Preparing analjrais of grades of pupils taught 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


7. 


Writing comments on reports and records 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


8. 


Checking on return of signed report cards 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


9. 


Rewriting lost report cards 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


10. 


Other (specify) 


□ 


□ 


□ 


□ 


n 


□ 


□ 


□ 


□ 


□ 


11. 




□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 
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Oeiieal Doties WMdi ire 
Perfonned Periodical^ 




Nionberof 
Days Etdi Time 


Aveiase TEsM/Dty 
(MifiaUs) 






0 


u 


6- 


Over 


0 


1- 


6- 


Over 


0 


1- 


rie- 


31- 


61- h 


Over 








5 


10 


10 




5 


10 


10 




15 


1 30 




120 1 


120 


PeriodicaRy 






























1. 


Making activity lists 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


2. 


Counting money 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


D 


□ 


□ 


□ 


3. 


Accounting for money (reports) 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


4. 


Accounting for pupil insurance 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


n 


□ 


□ 


□ 


□ 


□ 


□ 


5. 


Preparing student eligibility reports.. . 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


6. 


Preparing, distributing, collf.cting 
































standardized tests 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


7. 


Scoring and converting scores of stand- 
































ardized tests 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


8. 


Recording standardized test results. . . 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


9. 


Preparing summaries on standardized 
































test results 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


10. 


Requesting replacement of textbooks. 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


11. 


Preparing student rosters (other than 
































during pre-school or early session) 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


12. 


Complying with requests for informa- 
































tion about pupils 


□ 


O 


□ 


n 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


13. 


Assisting principal with office duties. . . 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


14. 


Completing questionnmres 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


n 


□ 


15. 


Accounting for funds being collected in 






















■ 










fund-raising activities: 
































a. School 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 




b. Class 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


c 


□ 


□ 


□ 


□ 


□ 


□ 




c. PTA 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 




d. Other 


□ 


□ 


t — ! 

UJ 


□ 


□ 


□ 


n 


□ 


□ 


n 


□ 


□ 


□ 


□ 


16. 


Performing monitorial or managerial 
































duties (hall duty, lunchroom duty, play- 
































ground duty, bus duty, etc.), if assigned 
































for less than the full year 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


n 


□ 


17. 


Requesting and/or ordering teaching 
































materials 


□ 


□ 


□ 


□ 


□ 


□ 


n 


□ 


□ 


□ 


□ 


D 


□ 


□ 


18. 


Other (specify) : 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


19. 




□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


20. 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


21. 




□ 


□ 


□ 


□ 


n 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


22. 




□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 



Cl^cal Duties "WMch Are P^ormed Only 
. At End of Year 



N mnh fy of 
Days 

Each Year 



End of YtJT 





0 


1-] 6- 


Over 


0 


1- 


16- 


31- 


61- 


Over 


5- 




5 1 10 


10 




15 


30 


60 


120 


120 



Ay&age 'Hme/Dsy 
(Mmntes) 






I 

I 



\ 

L 



1 



1. Preparing Teacher’s Annual Repor. (Virginia Teacher’s 



E^^ster, pp. 33 and 34) □ □ □ 

2. Preparing end-of-year student rosters □ □ □ 

3. Recording grades on permanent records □ □ □ 

4. Accountin" for textbooks □ □ □ 

5. Inventorying teaching materials □ □ □ 

6. Prepariiig student rankings □ □ □ 

7- Up-datang permanent records □ □ □ 

8. Recmving and accounting for locks and lockers □ □ □ 

9- Other (specify) [j q q 



□ □ □ 

□ n □ 



□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 



□ □ 
□ □ 
□ □ 
□ □ 
' □ □ 
□ □ 
□ □ 
□ □ 
□ □ 
□ □ 
□ □ 



□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 



□ 

□ 

n 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 



□ □ 
□ □ 
□ □ 
□ □ 
□ □ 
□ □ 
□ □ 
□ □ 
□ □ 
□ □ 
□ □ 



Your ''ooperation in filling Id this questionnaire is sincerely appreciated. Should you wish to add some 
comment in connection with this questionnaire, we shall welcome it on an attached sheet of paper. 



RETURN TO: 

Divieion of Educadonal Research 
State Department of Education 
1103 East Main Street 
Richmond, YLyginia 23216 
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